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501 Papers Received by Correspond-
ence and Mail Division [R—45]

Rule 1. All communicatinus i+ be addressed to the
Commissioner of Patents and Trademarks. All lerters
and other communications intended for the Patent and
Trademark Office must be addressed to “Commissioner
of Patents and Trademarks,” Washington, D.C. 20231.
When appropriate, a letter inas e marked for the at-
tention of a particular officer or individual.

The official mailing address for all com-
munications sent to the Parent and Trademark
Office remains:

Commissioner of Patents and Trademarks

Washington, D.C. 20231

The physical location of the Office is 2021
Jefferson Davis Highway, Arlington, Virginia.
This address should not be used on mail sent
to the Patent and Traderark Office.

All mailed communications are received by
the Incoming-Mail Section of the Correspond-
ence and Mail Division, which opens and dis-
tributes all official mail.

[R-47]

Rule 5. Hdentification of application, patent or
regiglration. (a) When a letter concerns an application
for patent, it should state the name of the applicant,
the title of the invention, the serial number of the
applicaticn, the date of filing the same, and, if known,
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the group art unif and name of the examiner to which
it has been assigned (see rule 55).

(b) When the letter concerns a patent, it should
state the mumber and date of issue of the patent, the
name of the patentee, and the title of the invention.

(e¢) A letter relating to a trademark application
should identify it as such and by the name of the ap-
plicant and the serial number and filing date of the
application. A letter relating to a registered trade-
mark should identify it by the name of the registrant
and by the number and date of the certificate.

Rule 6. Receipt of letters and papers. (a) Letters
and other papers received in the Patent and Trademark
Office are stamped with the date of receipt. No papers
are received in the Patent and Trademark Office on
Saturdays, Sundays or holidays within the District
of Columbia.

{b) Mail placed in the Patent and Trademark Office
pouch up to midnight on weekdays, excepting Satur-
days and holidays, by the post office at Washington,
D.C., serving the Patent aud Trademark Office, is con-
sidered as having been received in the Patent and
Trademark Office on the day it was so placed in the
pouch.

{¢) In addition to being mailed or delivered by
hand during office hours, letters and other papers may
be deposited up to midnight in a box provided at the
guard’s desk at the lobby of building 3 of the Patent
and Trademark Office at Crystal Plaza, Arlington, Vir-
ginia and at the main entrance of the Department of
Commerce building, Washington, D.C., on weekdays
except Saturdays and holidays, and all papers deposited
therein are considered as received in the Patent and
Trademark Office on the day of deposit.

Applications, amendments and other papers
may be sent to the Patent and Trademark Office
by mail, or they may be deposited in the Corre-
spondenee and Mail Division or in a box which
is kept in the lobby of building 3 of the Patent
and Trademark Oftice for this purpose.

The Patent and Trademark Office ZIP Code
designation “20231” should be used when writ-
ing the Patent and Trademark Office for any
matter. In addition, the sender’s own ZIP Code
designation should be given.

The Office often experiences difficulty in
matehing incoming papers with the application
file to which they pertain because insufficient or
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